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DEPARTMENT SUPERVISOR 
Sponsorship VP of Strategic & Digital Alliances 


SUMMARY OF POSITION 


This position is responsible for administrative duties designed to ensure the success of the sales team. 
The Community Marketing Support Specialist's responsibilities include tracking sales, coordinating 
product fulfillment, providing support to the sales team and managing database tracking of sales 
efforts. The Community Marketing Support Specialist is also responsible for monitoring sales and the 
performance of the sales team as well as other duties as assigned. 


TERS; RESPONSIBILITIES 


Provide administrative support to the sponsorship and retention team. 

Develop and manage organized sales tracking tools and compile reports. 

Track sales trends, manage and audit monthly sales efforts. 

Run reports to identify and upload leads for the sponsorship and retention teams. 

Perform data entry tasks as needed. 

. Oversee collection efforts including phone calls to clients, as well as coordinate with Account Managers 
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to ensure all sponsorship payments are collected. 
7. Coordinate with Account Managers and clients to support a smooth sales process. 
8. Act as a liaison with other departments within the organization. 
9. Audit sales and product fulfillment 
10.Other projects and duties will be assigned to improve efficiency of the department. 
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Qualifications 


e Minimum of two years of professional experience or a Bachelor's or Associate's degree in Marketing, 
Business, Communications or a related field (recommended but not required). 


e Experience in administration and high-volume workload, with the ability to multitask. 

e Strong analytical, organizational, and time management skills. 

e Excellent team working, motivational, interpersonal, communication, and customer service skills. 
e Computer literacy including Microsoft Office applications (specifically, high efficiency in Excel) 


e General understanding of sales principles and customer service practices. 
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